Self Service for Command — Cancelling
Inactive Duty for Training (IDT) Drills

Overview

Introduction This guide provides the procedures for cancelling IDT drills.

The following Drill statuses dictate which procedure must be followed,
e Scheduled — Not Approved

e Scheduled — Approved

e Completed — Not Approved

e Completed — Approved
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Scheduled Not Approved IDT Drills (Member Request)

Introduction This section provides the procedures to cancel IDT Drills that are Scheduled,
but Not Approved.

Discussion Inactive Duty for Training Drills that have been scheduled by the member but
NOT approved should be Edited and Resubmitted or Withdraw by member
using the Action Requests component.

Procedures See below.

Step Action
1 Verify the IDT has not been approved by clicking the View Member Drills link.

Click on the View Member Drills link in the Reserve Administration pagelet.

Reserve Administration

IDT Drills

Annual Secreening Questionnaire

Member Status Change

View Member Dwills

MGIE Enroliments

Member Training Rating

Reserve Member Balances

Training Status

Reserve Orders

2 The CG_IDT_MBR_DRILLS — Member Drills page will appear.
CG_IDT_MBR_DRILLS - Member Drills
Empl Id: 1234567 @,
Approval Batch:
View Results
L A o el P i L o P S e L e
Enter the member’s Empl Id, or click the lookup icon to search for the member.
You may search using the Approval Batch number.
Click the View Results button.
3 The IDT drill report will display. Verify the IDT has been Scheduled but NOT

Empl - Drill Drill Duty . Duty . Pay | Meal
EmplID| o o | Name | DriiDate | L Start Time End Time suatus |PPProved] o Y Description Purpase 2 escription Code | Eng

5[1234567]

Road
Runner

1mons|ATP -
0211812015 | atiple

7:30:00.0000004M |4:00-00.000000PM [ Scheduled

Personnel Support P Personne

Support

Full

Lunch

6[1234587)

Road

02/17/2015 T -

Runner

Single

2-00-00.000000AM |5-:00-00 000000PM | Scheduled

AT

STRUCTURED
TRAINING - GENERAL

Half

In this example, the IDT for 2/18/2015 has NOT been approved as scheduled. The

member can Edit and Resubmit or Withdraw the request (Steps 4-7).

Continued on next page







Scheduled Not Approved IDT Drills (Member Request),

Continued

Procedures,

continued

Step

Action

4

The member selects the View My Requests (all types) link from the Self Service
Requests pagelet.

| My Page Self Service [ Requests l

Self Service Requests

Submit an Absence Request iew My Absence Reguesis

Submit 3 Delegation Request I iew My Reguests (all types) I

Submit 3 Dwill Request

The View My Action Requests page will display. Click the My Submitted
Requests then click the Populate Grid button.

View My Action Requests

Road Runner

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them

3. "All Requests' sllows the spprover o pull up their Action Requests and those submitted fo them.

4. Transaction Name field sllows user to select a particulsr transaction (i.e., Absence Request, Delegstion, elc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests’ and Transaction Status of *Pending'
8. Populste Grid button populstes the grid based on what was selected for the radio button, Transaction Nsme,
Transaction Ststus, and whst was entered in the Submission From/Submission To Dates.

& My Submitted Requests ) Requests | am Approver For ) All Requests

Transaction Name: “All Transactions v
Transastion Status:

Submission From Date: | |
Submission To Date: H Rl ategCisid Baimsh

Customize | Find | View
Teansaction Name Status Member Member's Last Nsme  Member's Emplid | Member's Deptid Submitted By Approver
Reserve Drill Request Pending Road Runner Runner 1234567 000450 Road Runner Chuck Jones 02/18/2015 View Detsils

The members IDTs will display. Click the View Details for the applicable IDT.

Continued on next page




Scheduled Not Approved IDT Drills (Member Request),

Continued

Procedures,
continued

Step Action
6 The member can:

e Edit and click the Resubmit button, or
e Withdraw the request as submitted

Action Request
Schedule Drills
Runner, Road

1. Select the Drill Date.

2. Enter Start/End Time for the drill in the format HH24:MI/HH24:M| {e.g. For a drill starting at 02:15am and ending at 04:45pm, Enter
08:15/16:45)

Select the Drill Type from the drop down list.

Select Mesl Eligibility for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only. Leave blank for all other drill types.

Enter Department only if the drill is to be performed at another department.

Select Duty Purpose 1 for all Drill Types.

Select Duty Purpose 2 for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only.

Select Pay Code : "Mo-Pay" for Points only drills; "Half" for 1 days pay: "Full” for 2 days pay.

Click "Get Details" button to request information on Paid IDT Cap and # of Completed Drills

10. Look up and select Approver; Enter any Comments and click "Submit”.

m@N@me W

Request Details
Drill Date: 0211312015 3 Department: 00450 @
Start/End Time: |0733D-"153|:ID Duty Purpose 1: Personnel Support hd
Drill Type: [ATP - Multiple | Duty Purpose 2: Personnel Support hd
| Weal Etigipility. | Lunch ¥ Pay Code: Ful >

Get Details.

Paid IDT Cap: 428
# of Paid Drills: 10

Request Approvers

Approver: 1074040 Charles Bartocci

Comment: |

o

Reserve Drill Approval

= Reserve Drill Request:Pending
One Approval Level
Pending

cg Chuck Jones
Initial Approve Action Request

Continued on next page




Scheduled Not Approved IDT Drills (Member Request),

Continued

Procedures,
continued
Step Action
7 Withdrawn requests will be identified as Terminated.

Reserve Drill Approval
Reserve Drill Request: Terminated

One Approval Level

Terminated

Chuck Jones
x Initial Approve Action Request
021515 - 10:34 AM

A new Action Request for IDT may be submitted for same effective date.




Scheduled Not Approved IDT Drills (Command/SPO entered)

Discussion Inactive Duty for Training Drills that have been scheduled by the command or
SPO but NOT approved, should be cancelled using the IDT Drills link.
Procedures See below.
Step Action
1 Verify the IDT has not been approved by clicking the View Member Drills link in

the Reserve Administration pagelet.
Reserve Administration

IDT Dwills Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change Training Status

View Member Drills Reserve Orders

MGIE Enrollments

2 The CG_IDT_MBR_DRILLS - Member Drills page will appear.
CG_IDT_MBR_DRILLS - Member Drills
Empl Id: 1234567 @,
Approval Batch:
View Results
o e o i e v P35 £ o naog ronsenc 5
Enter the member’s Empl Id, or click the lookup icon to search for the member.
You may search using the Approval Batch number.
Click the View Results button.
3 The IDT drill report will display. Verify the IDT has been Scheduled but NOT

. . Duty Duty
Empl - Drill - . Drill I S Pay | Meal
Empl ID Heesa Name | Drill Date Type Start Time End Time Stafus Approved F'ur|:ose Description Pulguse Description Code| Enig
14[1234567| 0[928 oai24/2015'°7 - [5:30.00 n00aonam |3-00:00.000000Pm [scheduied |n ar Persannel AP Personnel Full |Lunch
Runner| Multiple Support Support

In this example, the IDT for 2/21/2015 has NOT been approved as scheduled.

Continued on next page



Scheduled Not Approved IDT Drills (Command/SPO entered),

Continued

Procedures,

continued

Step

Action

4

Select the IDT Dirills link from the Reserve Administration pagelet.

Reserve Administration

Annual Screening Questionnaire

Member Status Change

Member Training Rating

Reserve Member Balances

Training Status

View Member Drills Beserve Orders

MGIB Enrollments

Enter the Department number and the Drill Date for the IDT to be cancelled.
Click the Search button.
Setip:  [oOD1D @,

Department:| 000450 Q@

CG PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date: J02/21/2015

Load Members| Search

The Drill Status can now be edited. Change the Drill Status to cancelled, then
click the Save button.

SetID: oooio (@,

Department: 100850 @, G PAY AND PERSONNEL CENTER

Drill Date: |02/21/2015 |5

High Priarity Unit Flag

Load Members Search

@ Fayroll =)
Training  Maximum
Empl Recerve " # Drills - . ; Duty Duty Approval
Empl ID Fecarg  Mame e c:{eg . E?ilﬁ:ISIDT Remain  Dill Type Start Time [End Time | Drill Status Approved? oot 1 Pumese Bateh
1[1234567 @ [0 @, Runner, Road SEL A 48 38 IDT - Multiple | [6:20AM | [3:00PM ICanDeIIed vl O ke jafer @ % [=

(5] save | | =] Notify

Continued on next page



Scheduled Not Approved IDT Drills (Command/SPO entered),

Continued

Procedures,
continued

Step

Action

7

The View Members Drills link now identifies the IDT as Cancelled Not

Approved.

. . Duty Duty
Empl - Drill - . Drrill - . Pay | Meal
Empl ID Record Mame | Drill Date T Start Time End Time Status Approved F'ur|:ose Description |Purpose| Description Code| Eiig
Stevel DT- P T -
14| 1204000 o= 2212015 6:30:00.000000AM | 3-00:00.000000PM [|Cancelied |N A Persannel AP Fersonne Full |Lunch
Rogers Multiple Support Support

If a new IDT Drill or any Active Duty Orders are to be scheduled on the same

effective date as a cancelled drill
Direct Access.

, you must delete the original cancelled IDT from

To delete the IDT, repeat Steps 4-6 above to identify the IDT. Click the minus

button then Save.

Sat 1D- 00010 |,

Department: |100450 Y. CE PAY AND PERSOMNMEL CENTER

022172016 |15

f
[ii] Save I 2] Matify

Drill Date:
Load Members | Search
2 4 ’
Payroll | [0
Training  Maximum -
Empl Reserve : #Diills ) Duty Duty Approval
Empl ID o Name Catmpry Ez{egur)' Pad DT fon, DillType Start Time End Time  Drill Status Approved? pul 1 Purmose? | Bately

11234567 | @, 2, Runner, Road  SEL A 43 as IDT - Multiple | [6-20am | [3-00PM O ke @& feF +E

High Priority Unit Flag




Scheduled Approved IDT Drills

Introduction This section provides the procedures to cancel IDT Drills that have been
Scheduled and Approved.
Discussion Inactive Duty for Training Drills that have been Approved as Scheduled may
be Cancelled or Deleted by the Command or Servicing Personnel Officer.
Procedures See below.
Step Action
1

Verify the IDT has not been approved by clicking the View Member Drills link in
the Reserve Administration pagelet.

Reserve Administration

IDT Drills

Annual Screening Questionnaire

Member Status Change

View Member Dwills

MGIE Enroliments

Member Training Rating

Reserve Member Balances

Training Status

Reserve Orders

2 The CG_IDT_MBR_DRILLS - Member Drills page will appear.
CG_IDT_MBR_DRILLS - Member Drills
Empl Id: 1234567 @,
Approval Batch:
View Results
R e R e R A L B ot -
Enter the member’s Empl Id, or click the lookup icon to search for the member.
You may search using the Approval Batch number.
Click the View Results button.
3

The IDT drill report will display (additional fields not displayed). Verify the IDT

has been Scheduled and Approved.

Empl ID

Empl

Recorg | Mame

Drill

Drill Date e

Start Time

End Time

Drill
Status

Approved

Duty

Purpose 1

Deseription

Duty
Purpose 2

Description

Meal
Elig

5[1234567|

Road
Runner

AP -

02M18/2015 Multiple

7:30:00.000000AM

4:00:00.000000PM

Scheduled

AP

Parsonnel Support

Personnel Support

Lunch

8]1234557)

Road

Runner

DT -

172015
0217201 Single

8:00:00.000000AM

6:00:00.000000PM

Scheduled

STRUCTURED
TRAINING - GENERAL

MNone

In this example, the IDT for 2/17/2015 has been Approved as scheduled.

Continued on next page



Scheduled Approved IDT Drills, continued

Procedures,
continued

Step Action
4 Select the IDT Drills link from the Reserve Administration pagelet.

Reserve Administration =

IDT Drillz IMember Training Rating

Annual Screening Quesiionnaire Reserve Member Balances
Member Status Change Training Status
View Member Drillz Reszerve Orders

MGIB Enroliments

5 Enter the Department number and the Drill Date for the IDT to be cancelled.
Click the Search button.

Set ID: o0ooi0 |9,
Department]| 000450 @) G PAY AND PERSONMEL CENTER High Priority Unit Flag

Drill Date: 0217205 &

Load Members Search

6 The Drill Status can now be edited. Change the Drill Status to cancelled, then
click the Save button.

(2R Fayol | =D
Training  Maximum o
Empl Reserve # Drills Duty Duty Approval
Empl 1D Recorg  Mame Categery 2200 PALIOT | gopap DRl Type Start Time End Time  Drill Status Approved? ol 1+ Purbose? |Buteh
1[1234567 |, [0 @, Runner, Road SEL A 42 8 IDT - Single | [:004Mm | [s:00°M ICan:;eHed vl Mo e @ Y + [=

5 save | =1 Nosity

7 The View Members Drills link now identifies the IDT as Cancelled and

Empl ) Drill i . Drill | ouy e Duty L Pay | Meal
EmpliD| TP | Mame |Drnpate | LT Start Time End Time status | PPETOVed|p DY Description Furpose 2 Description Code | Elig
Road g TP - sy A -00-
15[1234567] 9 Runner |2182018 e |7:20:00.000000AM (4:00:00.000000FM [ Scheduled (N AP Personnel Support P Personnel Support  [Full  |Lunch
Road 11=rmmq= |IOT - S . S o STRUCTURED
18]1234557] Rummer | 721772015 Gingie  |2:00-:00.000000AM |5:00:00.000000PM | Cancelled (v AT RANING - GENERAL Half  |Mone

Continued on next page



Scheduled Approved IDT Drills, continued

Procedures,
continued
Step Action
8 If anew IDT Drill or Active Duty Orders are to be scheduled on the same effective

date as a cancelled drill, you must delete the original cancelled IDT from Direct
Access.

Select the IDT Drills link from the Reserve Administration pagelet.

Reserve Administration

Member Training Rating
Annual Screening Quesiionnaire Reserve Member Balances
Member Status Change Training Status
Wiew Member Drills Reserve Orders

MGIB Enroliments

Enter the Department number and the Drill Date for the IDT to be deleted, then
click the Search button.

teserve D
Set ID: o0ooi0 |9,
Department]| 000450 @) G PAY AND PERSONMEL CENTER High Priority Unit Flag

Drill Date: 0217205 &

Click the minus button, then Save.

Set ID: oooio @,
Department: |000450 @, G PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date:  [02/17/2015 [

Losd Members |

(ELIDA Foml | =
Training  Maximum o
Empl Reserve ; #Dlls | ; Duty Duty Approval
Empl ID Revod  Mame Category B Pad 0T oy, Drill Type Start Time EndTime  Drill Status Approved? pit ) Pumose2  Batch
1[1234887 2 [0 @, Runner, Road  SEL A 42 3 IDT - Single_ ] [:00AM | [E:00PM  |[Cancelled ~] M1 [AT |9 3, +E

When the IDT has been deleted, a new request may be entered for the same
effective date.




Completed Not Approved IDT Drills

Introduction This section provides the procedures to Deny IDT Drills that have been

Completed, but Not Approved.

Discussion Inactive Duty for Training Drills that have a Completed status but have Not
been Approved by the Payment Authorizing Official, may be Denied by the
Servicing Personnel Office.
Procedures See below.
Step Action
1 Verify the IDT status is Completed but Not Approved by clicking the View

Member Drills link in the Reserve Administration pagelet.
Reserve Administration

10T Drills Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change Training Status

Wiew Member Drills Reserve Orders

MGIB Enroliments

2 The CG_IDT_MBR_DRILLS — Member Drills page will appear.
CG_IDT_MBR_DRILLS - Member Drills
Empl Id: 1234567 @
Approval Batch:
View Results
o) | o e poores 7% [P £ 5 son oot O [ 55
Enter the member’s Empl Id, or click the lookup icon to search for the member.
You may search using the Approval Batch number.
Click the View Results button.
3 The IDT drill report will display. Verify the IDT status.

Empl Drill . . Drill Duty L Duty . Pay | Meal
Empl ID Record Name | Drill Date oo Start Time End Time Status Approved Purpose 1 Description Purpose 2 Descriptio Code | Eiig
Road 11520150107 - . .
15]1234567| 0| A D2/15/2015] - ingh 7-30-00.000000AM |4-00-00.000000PM §Completed |N P Personnel Support Half Non
unner Single

In this example, the IDT for 2/15/2015 has been Completed but Not Approved.

Continued on next page




Completed Not Approved IDT Drills, Continued

Procedures,

continued

Step

Action

4

The Servicing Personnel Office will select the View My Requests (all types) link

from the Reserve Administration pagelet.

| My Page Self Service [ Requests l

Self Service Requests

Submit an Absence Request iew My Absence Reguests

Submit a Delepation Reguest I‘."iaw My Requests (all tgpes':l

Submit 3 Drill Request

Select the Requests | am Approver For radio button. Click the Populate Grid

button.

View My Action Requests

Chuck Jones

d Requests' allows member fo bring up anly their Action Requests.

2. "Requests | sm Approver For sllows approver to bring up enly those Action Requests submitied to them

2. "All Requests' sllows the spprover to pull up their Action Requests and those submitted to them

4. Transaciion Name field sllows user to select a particuler transaction {i.e., Absence Request, Delegstion. efc.)

5. Refresh bution cleers the grid end defaults it back to "My Submitted Requests’ and Transaction Stetus of *Pending'
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name.
Transaction Status, and what was entered in the Submission From/Submission To Dates.

() My Submitted Requests ® Requests | am Approver For C Al Requests

Transaction Name: All Transaclions v
Transaction Status:

Submission From Date: El
Submission To Date I Fopulate Grid Refresh

Tiznsaction Name  Status Member Member's Last Name  Member's Emplid  Member's Deptid  Submitted By
AooraveDrills Pendina  Cthurk Innes dnnes 7854321 007500 Chuck Jones

Approver Submission Dafe pully
Viarnar Arnthars 02152015 tails

Click the View Details for the applicable IDT Drill.

Continued on next page



Completed Not Approved IDT Drills, Continued

Procedures,

continued

Step

6

Action

Action Request

AEE[DVE Drills
Chuck Jones

1. Click "Get Details" button to display the Department and Drill Dste in the "Request Information” block.

2. Click "Click here to view additional request information” link. A new window listing all drill details will open.
3. Review all the drill details in the new window.

4. If any comections are needed, Enter appropriate comments in the "Comment” section and Click "Deny”

5. System will route the request back to the submitter for comections. (Pay Transactions will not be genersted)

€. ¥ all dril details are correct, Enter sppropriste comments in the "Comment" section and Click "Approve"

7. System will mark esch drill as *Approved", Save the request and Genarste Positive Input Transactions for Global Payroll.
8. Close the Drill Detsils and Action Request windows.
Request Details

Batch Code: 24308

Get Detsils

Request Information

Sefid: 00010

Department: 000450

Drill Date: 2015-02-15

Request URL

Click here to view addifional request i

Request Approvers

Approver: 7654321

Chuck Jones
Comment: |

Apprave
Drill Approval

Dany

Request Status:Pending
One Approval Level
Pending

G Multiple Approvers
CGHRSUR for User's SPO

The Department and Drill Date will identify the IDT selected.

Continued on next page




Completed Not Approved IDT Drills, Continued

Procedures,
continued
Step Action
7 The SPO will enter any comments and click the Deny button.

Approver: 7554321 Chuck Jones

Comment:

[

Drill Approval
Request Status:Fending

One Approval Level

Pending
Aol

9 Multiple Approvers
CGHRSUR for Users SPO

IDT Status is set to Denied.

Drill Approval

Request Status:Denied (E)View/Hide Comments
One Approval Level

Denied
e Warner Brothers
CGHREUR for User's SPO

02/18/15 - 1:00 FM
Comments

Warner Brothers at 2/15/15 - 1:00 PM
Deny Completed IDT as requested.

A Denied IDT will be returned to the submitter in a Schedule Not Approved
status and may be:

e Edited, saved and resubmitted to the SPO for approval.

e Edited to Cancelled by the Command

e Edited to Unexcused by the Command




Completed Approved IDT Drills

Introduction This section provides the procedures to Cancel IDT Drills that have been
Completed and Approved.

Discussion Inactive Duty for Training Drills that have a Completed and Approved status
may be cancelled.

Because members have already received payment for the completed/approved
IDT, the Cancelled Drill must be approved by a Payment Authorizing Official
at the SPO.

Procedures See below.

Step Action
1 Verify the IDT status is Completed by clicking the View Member Drills link in the
Reserve Administration pagelet.

Reserve Administration

IDT Drills Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change Training Status

View Member Drills Reserve Orders

MGIE Enrollments

2 Select the Requests | am Approver For button. Click the Populate Grid button.

View My Action Requests

. . "
Submission To Date i Populate Grid Refresh

Transaction Name  Ststus  Member Member's Last Name  Member's Empiid Member's Deptid | Submitted B Approver
AocraveDrills Pendina  Churk Innes Innes 7854321 007800 Chuck Jones Warnar Arnthars.

Click the View Details for the applicable IDT Drill.
3 The IDT drill report will display. Verify the IDT status.

Empl ] Drill . Drill Duty . Duty Pay | Meal
Empl1D| o TP | Name |DrNiDate | [T Start Time End Time statws |APPrOvedfp Y Description Purpote 2 Description Code | 6
. Steven U 1. ) S . v .
20] 1204080 0 011172018 . 7:30:00.000000AM | 4-:00-00.000000PM § Compieted | Y P Personnel Support AP Personnel Support Full Lunch
Rogers Multiple

In this example the Drill Status for the IDT dated 1/11/2015 is Completed and
Approved. Pay and Allowances for the IDT has been processed by the SPO.

Continued on next page



Completed Approved IDT Drills, continued

Procedures,
continued
Step Action
4 Select the IDT Drills link from the Reserve Administration pagelet.

Reserve Administration

Member Training Rating
Annual Screening Quesfionnaire Resenve Member Balances
Member Status Change Training Status
View Member Drills Resenve Orders

MGIE Enrollments

.'J;JJSawe [ Mtify

Enter the Department and Drill Date, then click the Search button.
setip:  [00D10 @,

Departmentf| 000450 @) cG PAY AND PERSONNEL CENTER High Priority Unit Flag
Drill Date: |01/11/2015 5]

Losd Members

£ oo B
Training  Maximum ¥
Empl Resarve #Drills Duty uty Approval
Empl ID Recorg  Mame Categary £ oy PAdIDT | g | Dl Type Start Time End Time  Drill Status Approved? b oo 1 purpose2 Bstch

11234867 @ [0 @, Runner, Aoad SEL A 42 2 DT Mufipe V| [T20aM |[00PM_ |[Cancelied V)| & [fF A a0 + =

The Drill Status can now be edited to Unexcused or Cancelled. Click the Save
button.

Now The Drill Status is Cancelled and the Approved check has been removed.
The IDT has been forwarded to the SPO Tree for approval of the Cancelled Drill.

Members Gustomize | Find | B | % First £ 1-50f5 1 ot
m Payroll =]
Training | Maximum
Empl Reserve - #0rlls ) ) Duty Duty Approval
Empl ID Repq  Name Category P2 PaidIDT [ onUS  Drill Type StartTime EndTime  Drill Status Approved? bl 4 Purmose?  Beteh
Category | Drills
1/1234567 |4, [0 |2, Runner, Road SEL A 42 ) IDT - Multiple | [7-20am | [s.00PM I Cancelled W IAP @ 2P @0 % =]

When Approved by the SPO Auditor, any Pay and Allowances previously paid
will be recouped.

The SPO Auditor selects the View My Requests (all types) link from the Self
Service Requests pagelet on the Requests tab.

| MyPage SeifSenice | Requests ]

Self Service Requests

Submit an Absence Request \iew My Absence Reguests
Submit 3 Delepation Request I \iew My Requests (all types) I

Submit a Ovill Request

Continued on next page



Completed Approved IDT Drills, continued

Procedures,
continued

Step Action

8 Select the Requests | am Approver For radio button, then click the Populate
Grid button.

View My Action Requests

Chuck Jones

1. "My Submitted Requests' sllows member fo bring up only their Action Requests.

2. "Requests | am Approver For’ sllows spprover o bring up only those Action Requests submitied to them.

2. "All Requests' sllows the approver fo pull up their Action Requests and those submitted to them

4. Transaction Name field sllows user to select s particulsr transaction (ie., Absence Request, Delegstion. etc.)

5. Refresh button clears the grid and defaults it back fo *My Submitied Requests’ and Transaction Ststus of ‘Pending'
8. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status. and what was entared in the Submission From/Submission To Dates

() My Submitted Requests (® Requests | am Approver For O All Requests

Transaction Name: All Transactions had
Transaction Status:

Submission From Date: e
‘Submission To Date (i) Fopulate Grid Refresh

e —————— P (P T i i i R P

Transaction Name  Status Member Member's LastName  Member's Emplid  Member's Deptid  Submitted By Approver Submission Dat
AnproveDrills Pendina  Churk Innes Innes 7854321 007500 Chuck Jones. Viarner Rrathers  1/15/2015 View Details

Click the View Details link for the applicable IDT Drill.

9 The Department and Drill Date will identify the IDT selected. Select the Click

here to view additional request information, to display all information for the
IDT.

Action Request
Approve Drills

1. Click "Get Details" button to display the Depsrtment and Drill Date in the "Request Information™ block.
2. Click "Click here to view sdditional request information” link. A new window listing all drill detsils will open.

f any cormrections are needed, Enter appropriste comments in the "Comment" section and Click "Deny”

5. System will route the request back to the submitter for corrections. (Pay Transactions will not be generated)
8. If all drill detsils are correct, Enter appropriate comments in the "Comment" section and Click "Approve"

7. System will mark each drill as "Approved”, Save the request and Generate Positive Input Transactions for Global Payroll.
8. Close the Drill Details and Action Request windows.
Request Details

Batch Code: 24308

Get Details

Request Information

Setid: o
Department:
Drill Date: § 20150
Request URL
ICIick here to view addifional request information. I

Request Approvers

Approver: 7554321 Chuck Jones

Comment:

I Approve I Deny

Enter any comments and click the Approve button. All previously paid Pay and
Allowances will be recouped.
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